LIEUTENANCY ETIQUETTE AND PROTOCOL – A SHORT GUIDE

Protocol can be a sensitive issue, so this short guide aims to assist you in planning your event to which the Lord-Lieutenant is invited.  

The Lord-Lieutenant of Devon is Her Majesty The Queen’s personal representative in the County and so should be received at any event with the same degree of etiquette and protocol as would be extended to a member of the Royal Family.  

If for any reason the Lord-Lieutenant is unable to attend an event to which he has been invited and is represented by the Vice Lord-Lieutenant or a Deputy Lieutenant, the same etiquette and protocol should be followed.  

ARRIVAL

The Lord-Lieutenant or Deputy should be met on arrival by the host, or escorted to the host, without delay.  

Appropriate car parking should be reserved.

PARADES AND EVENTS

As the Queen’s representative the Lord-Lieutenant or Deputy should lead parades, take the salute from the dais where appropriate, be placed front centre in formal seating arrangements, and be seated on the immediate right of the host at a formal dinner.

SPEECHES

In the speech preamble the Lord-Lieutenant is referred to as “My Lord-Lieutenant” and should be the first addressed. If the Vice Lord-Lieutenant or deputy is present instead then “Vice Lord-Lieutenant/Deputy Lieutenant” should be used, again as the first addressed.

CONVERSATION

The correct form of address for the Lord-Lieutenant is as follows:

Conversation:
Mr Fursdon should be initially addressed as “Lord-Lieutenant”, and thereafter “Sir”. 

For the Vice Lord-Lieutenant or Deputy Lieutenant it is “Vice-Lord-Lieutenant “ or “Deputy Lieutenant” and then “Sir” or “Ma’am” (pronounced with a short “a” to rhyme with “jam”) 

LETTERS

Written Address:
Mr David Fursdon, Her Majesty’s Lord-Lieutenant of Devon  

Written Salutation:
“Dear Lord-Lieutenant”

ADDITIONAL INFORMATION FOR FUNERALS & OTHER CHURCH SERVICES

In all cases the service organiser should inform the Lieutenancy Office of chosen dress for each occasion and the name of the person who will greet the Lord-Lieutenant or his representative upon arrival and the arranged time.  Appropriate car parking should also be reserved.

· FUNERALS

The Lord-Lieutenant, or his representative, always enters the church/abbey last, 2 minutes before the start of the service (immediately before the clergy, coffin and family) and always leaves straight after the family.  He is usually seated in the front row on the opposite side to the family.

· MEMORIAL SERVICES
As for funerals i.e. enters church/abbey last and leaves straight after the family.
· OTHER CHURCH SERVICES
For all other church services the Lord-Lieutenant enters last, (before clergy), leaves first, (after clergy) and sits in the front right seat.

A FINAL WORD

It is always possible to adjust protocol if an event requires it, but if you wish to do so please discuss this with the Lieutenancy Office in advance. The office is also always happy to talk through any protocol matter you are unsure about. The contact is:  

Executive Assistant to the Lieutenancy 

Rosalie Robison

Lieuten@devon.gov.uk
Tel: 01392 383042
Devon Lieutenancy Invitation Form:

Lieutenancy Office, County Hall, Topsham Road, Exeter, Devon EX2 4QD marked for the attention of:  Rosalie Robison  or by email to lieuten@devon.gov.uk
	Name, full address and telephone number of organisation
	

	Mobile Contact Number and Name
(first point of contact on day)
	

	Email
	

	Organiser`s Name


	

	Date and Title of Event 


	

	LL/VLL/DL’s  Time of Arrival 
(Not necessarily start time of event)
	

	Anticipated Time of Departure
	

	Name of Person receiving the LL/VLL/DL
	

	Reserved Parking Arrangements


	

	Full Address and Location if different from above 
(Post Code required of the event venue)

	

	Details of any requests of the LL/VLL/DL:
(speech/unveiling plaque, taking salute) full uniform requested?
Speech Bullet Points required at least a week prior to event


	

	Detailed Event Programme required at least 10 days before event, including:

· Dress Code
· Number of People Attending
· Will Food/Refreshments  be provided
· List of any VIPs
· Arrangements for Chauffeur (if applicable)

	



Completed by ……………………………...       Date……………………..
